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TOWN OF HARWICH, MASSACHUSETTS 

ASSISTANT TOWN ADMINISTRATOR 

 

DEFINITION 

The Assistant Town Administrator assists the Town Administrator with professional administrative and daily 

operations of the town; responsibilities include general management, supervision, human resources, 

procurement, insurance coordination, and special projects; other related work, as required.  Serves as a liaison 

and coordinates between town officials, employees and citizens. This is considered to be a developmental 

position in which the incumbent will be assigned various duties based upon professional competencies. 

 

Exercises considerable judgment in providing professional advice to the variety of official boards and 

committees, concerning the development, implementation, and administration of policies, goals, regulations 

and statutory requirements related to the administration and operation of the Town.   

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

The essential functions or duties listed below are illustrations of the type of work performed. The omission of 

specific statements of duties does not exclude them from the position if the work is similar, related, or a 

logical assignment to the position. 

 

Coordinates the daily operations of the town, oversees and evaluates performance for the Community 

Development and Community Services department heads, which currently are  inclusive of the following 

departments: Community Development: Health, Building, Conservation, Planning and  Engineering, 

Community  Services: Council on Aging, Community Center, Channel 18, Recreation, and Golf may 

administer some or all of these departments based upon needs of the Town Administrator based upon effective 

span of control; Oversees activities of all Town employees under direction of  or in absence of Town 

Administrator; Liaisons with Brooks Library and provides information and assistance to town committees. 

 

Assists in procurement and contracting, including supplies, services, design and construction; prepares RFP 

documents and advises department heads and staff on procurement procedures and requirements; assists 

departments with the preparation of required contracts. 

 

Acts as primary Human Resources Manager to coordinate training and development of employees. Researches 

and investigates personnel issues and grievances; Actively assists in collective bargaining negotiations when 

directed; Advises department heads on the methods to be used when administering personnel procedures 

including but not limited to: recruiting, hiring, evaluating, disciplining, and terminating; Keeps abreast of 

federal and state laws and regulations pertaining to personnel practices and labor law; Develops, Administers, 

and monitors personnel policies and practices to ensure contractual and statutory compliance. 

 

Assists in preparation of annual operating and capital budgets. Assists in the preparation of Town Meeting 

Warrant articles by preparing backup information on various projects.  

 

Acts as liaison and coordinates activities with municipal, county, state and federal agencies and officials; 

Attends local, state, federal or other meetings to gather or present information, ask or answer questions and 

respond to input. 

 

Assists in the preparation for the Board of Selectmen meetings, researching issues, providing background and 

recommendations for action when requested. 
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Responds to citizen inquiries, complaints, and suggestions; provides research assistance and addresses 

requests of other Town departments, general public, citizen groups, and media. 

 

Completes special projects, such as drafting regulations and policies for the Board of Selectmen, conducting 

research, and project development and management. 
 
Acts as the Town Administrator in his or her absence. 
 
Performs similar or related work as assigned by the Town Administrator 
 

 

SUPERVISION 

Works under the administrative direction of the Town Administrator, in accordance with the bylaws, rules, 

regulations, policies and procedures of the town; duties require the ability to plan and perform operations; a 

variety of responsible and complex duties require a thorough knowledge of municipal operations and the 

exercise of considerable judgment and initiative; situations not clearly defined by precedent or established 

procedures are referred to the Town Administrator. 

 

SUPERVISORY RESPONSIBILITIES 

Supervises a span of control over departments as directed by the Town Administrator as currently or maybe 

assigned Community Development and Community Services Department Heads and manages the work of 

these departments and committees under the jurisdiction of the Town Administrator.  Acts as an Acting 

Department Head in the absence or dismissal of a Department Head. 

 

WORK ENVIRONMENT 

Work is performed in office conditions; the nature and volume of work is subject to various fluctuations, due 

to budget, Town Meeting and seasonal cycles; the employee is required to attend evening meetings. 

 

The employee operates standard office equipment. 

 

The employee has ongoing contact with town departments, outside agencies and the public; contacts require 

excellent public relations skills, persuasiveness and resourcefulness. 

 

The use of discretion is required in relation to town-wide confidential information, including personnel files, 

collective bargaining negotiations, bid documents, legal proceedings, and criminal investigations. 

 

RECOMMENDED MINIMUM QUALIFICATIONS 

 

EDUCATION AND EXPERIENCE 

Bachelor’s Degree in public administration or a related field; Master’s Degree preferred; three to five years of 

administrative experience, including municipal management experience; human resources experience is 

preferred or an equivalent combination of education  and experience. 
 
 
KNOWLEDGE, ABILITY AND SKILL 

Knowledge of municipal government, Massachusetts General Laws, including procurement laws and relevant 

federal laws and regulations, personnel management and labor relations, public finance and budgeting and 

public ethics. 
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Ability to communicate effectively, orally and in writing with town employees, outside organizations and the 

general public; ability to independently prioritize, plan and organize a variety of responsible and complex 

tasks ; ability to manage multiple projects and departments simultaneously. 
 
Written and verbal communication skills; computer skills; supervisory skills; planning and organization skills; 

public relations skills. 

 

Proficiency in an electronic documentation, spreadsheets and presentation applications and effective 

knowledge of availability of information. 

 

Proven supervisory skills 

 

PHYSICAL REQUIREMENTS 

Minimal physical effort is required to perform most duties. The employee is frequently required to sit, speak 

and hear and use hands to operate equipment. Vision requirements include the ability to read and analyze 

documents and use a computer. 
 
This job description does not constitute an employment agreement between the employer and employee and is 

subject to change by the employer as the needs of the employer and requirements of the job change. 


